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Job Description

Job Title: Assistant Payables Clerk
Department: Finance
Reporting To: Payables Clerk/Finance Manager


1. WORKING HOURS / ROSTER
1.1 Normal working hours are:
· Monday to Friday: 8:00am – 5:00pm
· Saturday: 8:00am – 10:00am
1.2 The Employee may be required to work reasonable overtime, including after-hours, weekends, or public holidays, in accordance with business and operational requirements.

2. KEY RESPONSIBILITIES AND DUTIES
2.1 Document collection and preliminary checking
· Collect purchase orders, supplier invoices, statements, payment requests, approvals, delivery evidence, and other required support.
· Date-stamp, register, sort, scan, and file documents; check basic completeness and refer discrepancies to the Payables Officer.
· Follow up missing documents or supplier statements under the direction of the Payables Officer.
2.2 Processing assistance
· Assist with supplier invoice entry, payment voucher preparation, statement matching, and payment schedules, subject to review by the Payables Officer or Finance Manager.
· Prepare payment packs in the required order and ensure approvals and attachments are legible and complete.
· Assist with MYOB updates, supplier account maintenance, spreadsheet trackers, and month-end cut-off tasks within assigned access and authority.
2.3 Remittance advice and filing
· Download, print, save, and distribute authorized remittance advice when instructed.
· Update payment registers and mark supporting documents as paid using approved controls.
· Maintain orderly hard-copy and electronic files so documents can be retrieved for supplier queries, management review, or audit.
2.4 Controls and support
· Do not create, amend, release, or confirm payments outside assigned system access and documented approval.
· Immediately report duplicates, bank-detail changes, missing approvals, unusual requests, or other payment risks.
· Provide coverage and administrative assistance to the Finance Team during peak periods as assigned.

3. KEY PERFORMANCE INDICATORS
· Documents and invoices are registered, scanned, and routed promptly.
· Payment packs and files are complete, correctly ordered, and easy to retrieve.
· Data entry and tracker updates are accurate and completed within assigned deadlines.
· Remittance advice and payment records are updated promptly after authorization.
· Control exceptions and missing documentation are escalated before processing.

4. MEETINGS
· Attend Finance Department Meetings and any other meetings as reasonably required by the Company.
5. GENERAL
· Perform all duties in accordance with Hi-Lift Company Ltd policies, procedures, internal controls, confidentiality requirements, and safety standards.
· The Company reserves the right to vary duties consistent with the Employee's role, skills, and operational requirements.
· Protect confidential financial, employee, client, supplier, banking, and commercial information and disclose it only to authorized persons.
· Maintain respectful, timely, and professional communication with management, colleagues, clients, suppliers, banks, regulators, and other stakeholders.
· Immediately report material errors, suspected fraud, control breaches, system issues, or risks to the appropriate supervisor or management.

6. ACKNOWLEDGEMENT
By signing below, I confirm my acceptance of this Job Description and my commitment to carry out my duties to the best of my ability.


EMPLOYEE DETAILS					FOR AND ON BEHALF OF HI-LIFT COMPANY LTD
Employee Name: 						Name: 					
Position: Assistant Payables Clerk				Position: 				
Signature: 						Signature: 				
Date: 							Date: 					
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